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1. INTRODUCTION  
 
Wellsville USD 289 has entered into an agreement with Security BankCard Center to provide qualified 
employees with a Visa Purchasing Card.  USD 289 has implemented the Purchasing Card to facilitate the 
purchase and payment of low cost goods and services.  The main purpose is to establish a more efficient, 
cost-effective method of purchasing items for District programs and activities.  Purchasing Cards are a 
privilege and only issued to employees who have the recurrent need to make purchases, and have a history 
of complying with all purchasing and financial policies.  Check out cards are available for employees and who 
do not have the need to make recurrent purchases.   
  

 A Purchasing Card is a credit card that enables employees to purchase authorized goods and 
services on behalf of USD 289.  The Purchasing Card works like any other credit card.  However, the 
differences are as follows: 

1. Cardholders may have online access to real-time transaction information. 
2. The Coordinator of the Program can make real-time changes such as, increase limits, close 

cards, as well as, review authorizations and declines. 
3. Additional information about the transaction may be available.  For example, what was actually 

purchased at Home Depot.  
 Purchasing cards can be used anywhere VISA is accepted, except for unauthorized vendors that have 

been specifically blocked from use by USD 289. Any vendor from whom you currently purchase goods 
should be considered a potential vendor of the Purchasing Card.  

 Administration or Directors with the appropriate approving authority may request cards for employees 
responsible for providing goods and services by completing a Purchasing Card Request Form 
(Appendix A). Dollar limits for purchases will be set on this form.  Cardholder’s will be required to sign 
the Cardholder Agreement (Appendix B) 

 Automatic restrictions may be setup on individual cards..   
1. For instance:  Sam Smith is only allowed to purchase Office Supplies.  Therefore, if Sam tries 

to use his card at a gas pump, it will be declined by Visa and USD 289 will be able to view the 
decline online. 

 The purchasing cards are NOT for personal use or unauthorized purchases.  
 All purchasing cards are issued through the District Office. 
 Card usage will be audited and may be rescinded at any time. The authorized cardholder is the only 

person who may use the Purchasing Card. After completion of a training session with the Purchasing 
Card Coordinator, you will receive your card.  

 There will be cards available for check-out for each of the buildings, made available thru the 
respective building secretary.  These will require principal authorization before the card will be made 
active. 

 Recordkeeping is essential to ensure success of this program. Standard payment policies require 
retention of receipts, and other documentation. As with any credit card, you must retain original, 
itemized sales slips, cash register receipts, invoices or any other pertinent documentation.  

 The Purchasing Card is to be used in accordance with the guidelines established within this 
Handbook. You are to treat this program with the same sense of responsibility and security you would 
use with your personal credit cards.  

 
  
2. CARD PROCEDURES  
 
 How to Obtain a Card  

 Administration or Directors must indicate approval by completing and signing the Purchasing Card 
Request Form (Appendix A) and submitting the form to the Purchasing Card Coordinator in the District 
Office.  



 The Purchasing Card Coordinator will order the card, arrange for cardholder training, and will notify 
you when it is available to be picked up. Prior to receipt of the card you must read the Purchasing 
Card Procedures Handbook and sign the Purchasing Card-Cardholder Agreement Form (Appendix B).  

 When you receive the card, you must sign the back of the card immediately and always keep it in a 
secure place. Although the card is issued in your name, it is the property of USD 289 Wellsville and is 
only to be used for USD 289 Wellsville purchases as defined in this Handbook.  

 
 
How to Cancel a Card  

 Contact your Supervisor or the Program Administrator for instructions.   
 
Card Renewal  

 A renewal card will automatically be mailed to the Purchasing Card Coordinator. You will be notified 
when the card is available.   

 
Reporting a Lost or Stolen Card  

 The cardholder must notify his or her immediate supervisor of the lost or stolen card within one (1) 
business day after discovering the card missing.  

 Should a lost or stolen card be subsequently discovered by the cardholder, the card shall be cut in half 
and sent to the Purchasing Card Coordinator. 

  
Cardholder Separation from Service  

 Prior to separation from USD 289, the cardholder shall surrender the purchasing card with the proper 
receipts and expense report documenting each transaction.   

 The supervisor shall cut the card in half, and notify the Purchasing Card Coordinator.  
 
Purchasing Card Security  

 Always keep the card in a safe place. The Purchasing Card will have the employee name embossed 
on the card and shall only be used by the authorized cardholder. NO OTHER PERSON IS 
AUTHORIZED TO USE THE CARD.  

 Department purchasing cards may be checked out from the building secretary but requires pre-
authorization from the principal to activate the card in order to make transactions. 

 The cardholder is responsible for all transactions procured with their card. Cards and card numbers 
must be safeguarded against use by unauthorized individuals in the same manner that a cardholder 
safeguards his or her personal banking information. Although the card is issued in the individual’s 
name, it is the property of USD 289 Wellsville.  

 
 Card Cancellation  

 USD 289 reserves the right to cancel any card at any time. Cardholders who misuse the Purchasing 
Card may be subject to disciplinary action, legal action, and/or termination.  

 
 Misuse of the purchasing card includes the following items, but is not limited to:  
 

1. Purchase of unauthorized item(s).  
2. Use of the purchasing card by someone other than the cardholder.  
3. Fraudulent or inaccurate recordkeeping.  
4. Failure to obtain original, itemized receipts.  
5. Failure to reconcile the monthly statement by the end of the 3rd business day of the month. 
6. Purchasing items for personal use. 

 
 3. ACCEPTABLE VISA CARD PURCHASES  
 

 The following information provides examples of purchases that are appropriate for the purchasing 
card:  

 



1. Travel, conference expenses  
2. Approved supplies for your building, department or program  
3. Conference and seminar registrations  
4. Craft supplies  
5. Book stores  
6. Instructional games and toys  
7. Federal Express, United Parcel Service, United States Postal Services expenses  
8. Gas purchases ONLY for DISTRICT vehicles 
9. Other miscellaneous items that apply to your budget  
10. Hardware stores and Discount stores  

  
This list is not intended to be all inclusive. If you have specific questions, please call the Purchasing Card 
Coordinator for assistance.  
 
Placing Orders 
 
The district participates in the Greenbush Cooperative Purchasing program which provides for bid prices for 
sports supplies, general office supplies, copy paper, and custodial supplies.  Additional savings are available 
with Quill.  Please be sure to review all avenues for the best possible pricing and/or shipping arrangements. 
 
Cardholders should utilize the following checklists for the various methods of purchasing: 
 
In-Store Purchases 

1. Inform the vendor that the District is tax exempt.   
2. Review cash register and purchasing card receipts prior to signing for purchase to ensure: 

 Sales tax was not charged 
 Any discount offered was included 
 Total purchase price is correct 

3. Retain documentation: cash register receipt or invoice and “customer copy” of the charge receipt.  See 
“Cardholder Recordkeeping & Documentation Requirements” for additional documentation 
requirements and information. 

 
Telephone Orders 

1. When placing telephone orders, always inquire about and confirm the following before a final 
purchase is made: 

 That the order is tax exempt, and the vendor’s policy on tax exempt purchases. 
 If the goods or services are available and meet specifications. 
 The cost of shipping and handling to be applied to your transaction. 
 An estimated delivery date. 
 Any special delivery requirements the vendor may require. 
 Complete shipping address including order cardholder’s name, school or location name, and 

phone number; ask that this information be included on the shipping label and packing 
slips. 

 You may wish to ask that an order acknowledgement and/or shipping notification be sent to 
your e-mail address or faxed to you to provide additional documentation for your records. 

2. All orders should be shipped to the school or district office to the attention of the employee ordering 
the merchandise. 

3. Retain written documentation detailing vendor, date, name of person order was placed with and 
telephone number, line item detail of each item ordered, total cost including shipping, order number 
supplied by the vendor, and anticipated delivery date.   

 
Internet Orders 

1. Make sure you are not charged sales tax.  You may need to send/fax tax exempt certificate to the 
vendor, or call the vendor.   



2. Make sure you understand the shipping and handling terms and costs.  This can have a huge impact 
on the total cost. 

3. Internet orders are quick to complete, but at times better pricing can be obtained by simply calling the 
company.  Individuals on the phone may have the authority to provide a discounted price. 

4. Retain documentation:  Printed order page during purchasing process, emailed order 
acknowledgement or shipment notification from the vendor and packing slips or invoices included with 
delivery.  See “Cardholder Recordkeeping & Documentation Requirements: for additional 
documentation requirements and information. 

  
 
4. UNACCEPTABLE VISA CARD PURCHASES  
 

 The following items define where the purchasing card is NOT appropriately used:  
 

1. Alcoholic beverages  
2. Tobacco  
3. Lottery Tickets  
4. Cash Advances  
5. ATM withdrawals  
6. Gift certificates or gift cards, unless specifically approved by the Superintendent.  
7. Any personal purpose  

 
This list is not intended to be all inclusive. If you have specific questions, please call the Purchasing Card 
Coordinator for assistance.  
 
5. TYPES OF PURCHASING CARDS 
 
 Individual Purchasing Cards are embossed with a single cardholder’s name.  The name embossed 

on the card is the only individual who may use this card.  With the appropriate approval, the 
cardholder may make purchases on behalf of another staff member, but under no circumstances may 
a cardholder lend their card to anyone else.  

 
 Building Purchasing Cards are embossed with the name of the school or department.  Department 

cards are held and distributed by the building secretary.  Any member of the site that the card is 
assigned to who has purchasing privileges may obtain the card to make District related purchases.  A 
department purchasing card should have “Request District ID” written in the signature line on the back 
of the card.  A log should be signed when taking the card and when returned with the receipts 
attached to the log. 

 
 
6. PROGRAM RESTRICTIONS  

 Each VISA Purchasing Card has been assigned a transaction and/or monthly credit limit determined 
by the supervisor of the cardholder. All limit changes must be submitted to the Purchasing Card 
Coordinator using the form Appendix A. 

 The Purchasing Card will be accepted for purchases of generally approved goods and services. 
 Levels of credit authorization are in place to clearly define the individual purchasing limit controls. 

Each cardholder will have a transaction limit and/or monthly limit. Transaction limit options are listed 
on the Request for a Visa Purchasing Card form.  

 Certain USD 289cards may have unlimited transaction amounts. Transactions falling outside the 
assigned level will be declined at the point of sale.  

 If your card is declined by a merchant and you feel the decline should not have occurred, contact the 
Purchasing Card Coordinator.  Do NOT ask the cashier to “try it again”.  This is a fraud red-flag and 
could (after 3 times) lock your account from any other charges.  If this occurs Security BankCard 
Center must unlock the account. 



 
7. RECOURSE FOR IMPROPER USE  

 In the event that improper usage of the Purchasing Card is discovered, written notification will be sent 
from the Purchasing Card Coordinator to the Board of Education with a copy given to the supervisor of 
the cardholder. 

 Purchasing Card privileges may be revoked upon the Cardholder’s failure to follow Wellsville USD 289 
School Board policy and procedures.  In addition the cardholder could face disciplinary action, which 
could result in termination of employment and/or criminal prosecution. 

   
8. CARDHOLDER RESPONSIBILITIES  

 As the person whose name appears on the Purchasing Card, you are responsible for keeping track of 
how the card is used, and for keeping it safe. And just like any credit card, you should protect against 
fraudulent use of the card.  

 You must keep the original receipts for ALL purchases made with your Purchasing Card. Specifically, 
be sure to keep original, itemized cash register tapes, invoices showing detail of items purchased, or 
other relevant documentation. Your receipts help you reconcile account activity to your monthly 
Cardholder Statement.  

 Training will be provided prior to a Purchasing Card being issued to the cardholder. During the training 
session, cardholders must read and sign the Acknowledgement of Receipt of the VISA Purchasing 
Card and Terms of Revocation Form prior to cards being issued. When the card is received, the 
cardholder must immediately sign the back of the card.   

 When utilizing the card to purchase supplies and materials, the cardholder will check as many sources 
of supply as reasonable to assure best price and delivery.  

 Normally most vendors charge sales tax.  It is the responsibility of the cardholder to inform the vendor 
of the district’s nontaxable tax status for each purchase.  If the vendor charges sales tax in error, it is 
the responsibility of the cardholder to contact the vendor to remove the sales tax from the receipt.  If 
the sales tax is not appropriately handled, it can be made the responsibility of the card holder.  Notify 
the Program Administrator if there is a sales tax issue as soon as identified.  Do not wait until the 
reconciliation phase which may be 30 days since the charge. 

 If an item is not satisfactory, received in error, damaged, defective, duplicate order, etc., the following 
steps should be followed:  

 
1. The cardholder contacts the vendor to obtain authorization to return the item(s). Every vendor is 

different for return policies; make sure the return meets the vendor’s criteria without incurring a 
restocking fee or shipping and handling fees. If available, the item(s) to be returned should be re-
packed in original manufacturer’s packaging. 

2.  If a vendor has not replaced or corrected the item by the statement cutoff date, then the purchase 
of that item will be considered in dispute. Notify the Program Administrator to complete the 
Dispute form and send as instructed or go to www.securitybankcard.com.  Click on 
COMMERCIAL CARDS and select the Disputes link.  Complete the form and submit as 
requested.  A copy of the dispute form will be returned to the cardholder to provide with the 
monthly reconciliation. 

3. Standard auditing procedures require retention of receipts and other documentation. As with any 
transaction you must retain the original itemized sales slips, cash register receipts, invoices, order 
forms and receiving documents.  

4. Statement cut-off is the last day of the month.  Every cardholder must review their statement for all 
transactions made on the VISA Purchasing Card. 

5. Reconciled, approved statements and appropriate documentation are due to the District Office by 
the 3rd business day of each month.  

6. If a transaction receipt is misplaced or not received, the cardholder shall be responsible for 
contacting the vendor and obtaining a duplicate copy of the receipt.  

7. Disputed billing can result from failure to receive goods or services, fraud or misuse, altered 
charges, defective merchandise, incorrect amounts, duplicated charges, credits not processed, 
etc.  



8. The cardholder is responsible for contacting and following up with the vendor on any erroneous 
charges or disputed charges as soon as possible. Most issues can be resolved this way. Notify 
the Program Administrator to complete the Dispute form and send as instructed or go to 
www.securitybankcard.com.  Click on COMMERCIAL CARDS and select the Disputes link.  
Complete the form and submit as requested.  A copy of the dispute form will be returned to the 
cardholder to provie with the monthly reconciliation.   

 
 
 

CARDHOLDER RECORDKEEPING & DOCUMENTATION REQUIREMENTS 
 

The cardholder or Purchasing Card Manager is responsible for maintaining adequate documentation 
and records for goods and services purchased with the purchasing card. Whenever a purchase is 
made using the purchasing card, documentation will be retained as proof of purchase. This 
documentation will be used to verify the purchases listed on the cardholder’s billing statement.  Also, 
an approved Requisition Form must accompany any purchase made with a purchasing card and 
attached to the reconciliation. 
 
The cardholder or Purchasing Card Manager is also responsible for reporting transactions and 
submitting appropriate documents in a timely manner to the Purchasing Card Program Administrator. 
Copies of receipts from purchasing card transactions must be received no later than the 3rd business 
day of every month; whether it is a holiday, weekday or weekend, so please plan accordingly. 
 
The District Business Office shall maintain all records of purchasing card application and issuance 
forms, limits, cardholder transfers and lost/stolen/destroyed card information.  
 
Keep documentation in one place. Documentation will be retained in a filing system that 
best suits your needs throughout the billing cycle.  
 
Documentation should be detailed. Documentation must include as itemized a description 
as is available from the vendor. It is the cardholder’s responsibility to ensure adequate line 
item detail of transactions.  
 
All documents relating to an original purchase will be kept together. Including but not 
limited to any returns, credits, disputes, invoices, pack slips, original purchase receipts and 
order modifications.  
 
All documents will be stored for record retention in the district office. Complete reports 
should include the monthly purchasing card statement followed by the appropriate signed 
requisition form, receipts and other invoice documents.  Additionally coding for the 
purchasing card statement will be maintained in an electronic format also due by the 3rd 
business day of the month.  
 
Completed Monthly Reconciliation – The Credit Card Statement should be followed by 
each individual receipt, packing slip, and Requisition form in the same order as the credit 
card statement.  The credit card statement should be signed by the cardholder, or person 
responsible for the card as well as the supervisor indicating that all credit card charges are 
appropriately documented and are appropriate charges for USD 289 district or activity funds.  
The accounting for such cards will be maintained in an electronic format in which the 
accounting codes will be input by each building.   
 
 



IMPORTANT: If the cardholder does not have documentation to support a transaction, 
he/she must completely fill out a Purchasing Card Missing Receipt form. This form will be 
signed by the Program Administrator as well as the Building Principal and Superintendent. 
 
 
 

 
9. PURCHASING CARD CONTACT INFORMATION  
 
  
Contact Name Email Address Phone Number 
Program Administrator Liz Wilmarth lwilmarth@usd289.org 785-883-5011 
Security Bankcard Center Customer Service companycards@securitybankcard.com 800-356-8085  

 
 
 
  



APPENDIX A  

 
REQUEST FOR A VISA PURCHASING CARD (or) REQUEST CHANGES MADE TO AN EXISTING CARD. 
 
Use this form to request a VISA Purchasing Card or to make changes to an existing card. The form should be completed by the supervisor and 
sent to the Program Coordinator.   
 
Check one: 
 
____New card request? 
 
____ Changes to an existing card?  If so, indicate below what changes you are requesting: 
 
___________________________________________________________________________________________________ 
 
___________________________________________________________________________________________________ 

 
 
 
Employee Name: ____________________________________________________________________ 
(Please Print)  
 
Address:___________________________________________________________________________________________ 
 
Email Address:______________________________________________________________________________________ 
 
Office phone:______________________________________Cell phone:________________________________________ 
 
Building or Work Location: ____________________________________________________________________________ 
 
Department: _______________________________________________________________________________________ 
 
Expense Report Interim Approver(s)_____________________________________________________________________ 
 
__________________________________________________________________________________________________ 
 
Expense Report Final Approver(s)_______________________________________________________________________ 
 
__________________________________________________________________________________________________ 
 
OPTIONAL - INCLUDE ANY ACCOUNTING CODES, ETC… BELOW 
 
          

 
          

 
 
 
Limits for the purchasing card are established by the cardholder’s supervisor and should be based upon the 
business needs of that individual. I acknowledge and approve the Visa Purchasing Card request for the employee 
named above. I would like to request limits for this card as follows:  
 
 
Monthly Credit Limit Required Single Purchase Limit 

(Optional) 
Daily Purchase Limit 
(Optional) 

Transaction Purchase Limit – 
(Optional) 

 
 

   

 
 
 
Administrator/Supervisor signature: ___________________________________________Date__________  



 
 

APPENDIX B 
 

ACKNOWLEDGEMENT OF RECEIPT OF THE VISA PURCHASING CARD 
AND TERMS OF REVOCATION FORM 

 
I agree to accept responsibility for the protection and proper use of the Purchasing Card in accordance with the 
terms and conditions below and in accordance with the Purchasing Card Procedures Handbook.  
 

1. I understand that I will be making financial commitments on behalf of USD 289 and will seek to maximize 
the purchasing value.  

2. I understand that personal purchases are not allowed on the Purchasing Card, and I agree to use the 
Purchasing Card for the purchase of items for use in official business only. All purchases must comply with 
the purchasing policies. I understand that examples of items not to be purchased with the Purchasing Card 
are included in the Purchasing Card Handbook; however, I also understand this list in not all inclusive and 
that if I have a question about a purchase I will go to my supervisor for approval.  

3. I understand that I shall be personally liable for the inadvertent/improper use of the Purchasing Card, and I 
agree to pay the cost of such use, (other than improper use as the result of a lost or stolen card which 
was immediately reported as required in the Purchasing Card Procedures Handbook), including fees and 
interest assessed against the improper purchase.  

4. I understand that improper use of the Purchasing Card may be cause for disciplinary action, including 
termination, and that improper use of the Purchasing Card may subject me to criminal prosecution.  

5. I also understand that if there are amounts, which are attributable to my improper use of the Purchasing 
Card, I agree to reimburse USD 289.  

6. I agree to abide by the guidelines contained in the USD 289 Purchasing Card Handbook.  
7. I understand that failing to follow the Purchasing Card program guidelines may be deemed an improper use 

of the card and could result in revocation of the Purchasing Card and appropriate disciplinary action, which 
may include termination.  

8. I agree to provide original, itemized receipts from the supplier for each transaction made on the Purchasing 
Card as required in the USD 289 Purchasing Card Handbook. Failure to report or document any purchase 
may be deemed an improper use of the Purchasing Card.  

9. I understand that should my employment with USD 289 terminate for any reason, the Purchasing Card 
must be returned to the Purchasing Card Coordinator.  

10. I also understand that USD 289 may withdraw authorization to use the Purchasing Card and require the 
return of the Purchasing Card at any time for any reason. If the Purchasing Card is lost or stolen, I agree to 
notify my immediate supervisor and the Purchasing Card Coordinator immediately.  

11. I have been given a copy of the USD 289 Purchasing Card Handbook, have read the handbook, have 
received training on the Purchasing Card Program and understand the requirements for Purchasing Card 
use.  

  
By signing below you are acknowledging you have read the Manual and will abide by the Policies and Procedures 
discussed herein. 
 
 
Cardholder Signature _____________________________________________________________ 
 
Date __________________ 
 
  
Program Administrator Signature ____________________________________________________ 
 
Date ___________________ 
 



  
 
SECURITY BANKCARD CENTER INC.              Account Number:  
Attn: Janice P.O. Box 6139 Norman, OK. 73070     

Fax # (405) 217-7546 Attn: Janice    _______-________-________-________ 
All disputes must be received in writing, within 60 days of the error posting to your account. Your signature is 
required.  Return this form along with all documentation required. Only check one reason for the dispute. 
Only one disputed transaction per page.  If more space is needed for explanation, please attach a second sheet. 
 
Transaction Date of Charge: ___________________________ Amount of Charge: 
_______________________________ 
 
Merchant Name: _____________________________________Merchant Location: 
_______________________________ 
 
___UNKNOWN CHARGE: Do not recognize this charge. I need more information to verify charge is valid. 
Merchant has 30 days to supply a copy of the transaction. Date you contacted the merchant: 
_______________________________________________. 
 
___RECURRING CHARGE: Membership Cancelled.   If the charge is a recurring charge, i.e. Internet service 
accounts, monthly insurance, you must cancel with the merchant prior to disputing charges. You must 
first attempt to resolve the dispute with the merchant.  Date you contact the merchant 
___________________________. Charge cancellation date: _______________________, Cancellation 
confirmation number: __________________. You may send us a copy of the merchant’s cancellation confirmation 
letter.  Only charges that post after your cancellation date may be disputed. Without proof of 
cancellation we are unable to remove this charge. 
 
___HOTEL/MOTEL CHARGE:  Hotel/Motel NO SHOW charges may be disputed only if you have the cancellation 
number that the merchant provided at the time you cancelled your reservation. Cancellation Number & Date: 
__________________________ ______________________________________. Without the cancellation 
numbers we are unable to remove this charge.  
 
___MERCHANDISE NOT RECEIVED: You must first attempt to resolve the dispute with the merchant.  
Please describe what was ordered. 
________________________________________________________________. State the date you 
contacted the merchant _________________________________. Please list the date the merchandise was 
scheduled for delivery: 
____________________________________________________________________________ Please state the 
Merchants response: -
_____________________________________________________________________________________________
_____________ 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
__________________________ 
 
___CREDIT NOT POSTED FOR CANCELLED ORDER: You must first attempt to resolve the dispute with 
the merchant. Merchants have 30 days to post a credit to your account. Credit will not post to your 
account if the merchandise is in your possession. Please state what was ordered:________________ 
__________________________________________. Was the order canceled? _________________. Please supply 
a copy of the credit receipt, or list the date the merchant stated the credit would be processed. 
_____________________________________________________________________________________________
___. 
 



___CREDIT NOT POSTED FOR RETURNED MERCHANDISE: You must first attempt to resolve the 
dispute with the merchant. Merchants have 30 days from the day they receive the merchandise back 
to post a credit to your account. Return date:______ ___________________. Credit will not include shipping 
and handling cost. We must have proof of return, without proof of return we are unable to remove this 
charge. What address was the merchandise returned to: 
_______________________________________________ 
________________________________________________________. Who signed for the 
return:___________________________________. Describe what was expected, what was received and reason for 
the return. 
_____________________________________________________________________________________________
_ 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
__________________________ 
 
___PAID FOR BY OTHER MEANS: You must first attempt to resolve the dispute with the merchant. To 
dispute a charge on your credit card that you paid for by other means you must supply us with a copy of your 
receipt, if you paid cash; or copy of front & back cancelled check, if paid by check; or copy of credit card 
statement, if paid by different card. Without proof of other means of payment, we are unable to remove 
this charge. 
 
___AMOUNT DIFFERENT: To dispute a charge for amount different, you must supply a copy of your 
receipt with the correct amount of the charge. Without your copy of the receipt, we are unable to remove 
this charge. The correct amount of charge is ______________________________. The amount charged to your 
account is _________________________________. 
 
___NOT AS DESCRIBED OR DEFECTIVE MERCHANDISE: What was purchased: 
____________________________________? 
____________________________________________________How is it not as described: 
________________________________ 
_____________________________________________________________________________________________
_____________ 
_____________________________________________________________________________________________ 
How is it defective: 
_____________________________________________________________________________________________
____________? 
_____________________________________________________________________________________________
_____________ 
_____________________________________________________________________________________________ 
 
Please state how you have attempted to resolve the dispute with the merchant: 
_________________________________________ 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
____________________________________________________ 
 
FRAUDULENT CHARGE: Please contact our fraud department at 1-800-356-8085. 
 
____________________________________________________ 
 ____________________________________________ 
Cardholder’s Signature      Date  
Home Telephone #______________________________  Work Telephone 
#_______________________   
 


